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A business process has been adopted in the ConnectND Hire process. The process is necessary to
ensure that the HR and Student Administration databases are synchronized to avoid multiple ID’s for any
one individual. This is an important issue to enable the University System to track and administer the
students they employ in work-study or as temporaries (and employees who take classes as students).
Common ID’s between the HR & Student Administration databases will also help the University System
do some tracking of students into the workforce and improve our knowledge of the educational
backgrounds of our employees.

BUSINESS PROCESS

The business process places a new entry screen in the hire process. On the employment side, the
screen (shown below) uses various personal information on a new hire to search the Student
Administration database to see if that person already has a StudentID. If it finds a record, the StudentID
will become the EmplID.

Main Menu > Workforce Administration > Personal Information > ND Hire

/ EMPLID Search

EmpliD: *National ID:

*Last Name: *Date of Birth: B

First Hame:

Middle Name: C male © Female
Address:

City:

5 h
Country: & State: & w

0 Flease specify appropriate search criteria and click "Search' push bhutton to start search.

[Continue |

B Save | [=T] Mtify |
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Enter information for the new employee in the ‘ND Hire’ screen, then press ‘Search’. If no records are
found (see below), click on Continue for the hire process.

/ EMPLID Search |

EmplID: [ ] ‘National ID: | 123456789 |
‘LastName: | Leghom | ‘Date of Birth: | 077011960 |5

First Name: |Sam |

Middle Name: | | ) Male C Female
Address: | |

City:

| |
Country: I:IQ State: I:IO\ Search

Mo Emplovee records were found that matched yvour search criteria.

i

Yol can either change yvour search criteria (and the againy or click the 'Continue' push
hutton and use MEW (i.e. the systern will assign the next available Employee [d for you).

Continue

El save | [=] Matify |

If a matching record is found in the HR database (or both HR & SA as below), it will be necessary to
switch to a Transfer or Re-Hire process. At this point you will need to call the ITD Service Desk at 328-
4470 and log a Heat Ticket for OMB HR/Payroll.

-

e & i
e Window

EMPLID Search

EmpliD: | *National ID: |51 =1

LastName: [P ‘Date of Birth: [0411 455 [

First Name: I " Male " Female

Address: |

City: |

Country: IUSA =y State: I Q

2 Employee records were found that matched your search criteria.

Flease review the Employee details in the results returned. If vou find an Employee Id

0 thatvou wish to use, please checkthe 'Select checkbox against that Emplovee row and
click the 'Continue’ push button. Ifyou do not find an Emplovee Id that meets your
requirernents, vou can either change your search criteria (and try again) or click the
‘Continue' push button and use MEW (i.e. the system will assign the next available
Employee Id for you).

Employee ld Search Results

EmpliD Hame Date of Birth  City State Address Country Gender System Select
1 0282511 P | 04itden58 Bismarck D 140 ey Jersey LISA hd 54 1L
20292511 P |, 041 4im== BISMARCK MDD 108% ¥ DRIVE US4 ol |
Continue |
(B save
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If a matching record is found in the Student Admin (SA) system, you may then select the correct SA
matching record and click ‘Continue’ to proceed through the hire process.

o

EMPLIC Search

Q Hame

*National ID:

EmpliD: I

*Last Name:  |P*

“Date of Birth: |[03/05/1 == [

|123456739

First Name: I & Male " Female
Address: I

city: I

Country: IUSA G State; | G

Search I

requirements, vou can either change your searche
‘Continue' push button and use MEY {i.e. tha
Employee |d for you),

Employee Id Search Besults
EmpliD

1 D=5

Hame

03/0 50—
Continue

| ﬁ Save

1 Emplayvee records were found that matched your search criteria.

Flease review the Employee details in the results returned. Ifyo
that you wish to use, please check the 'Select’ checkbox agak
click the 'Continue’ push button. Ifyou do not find an Epxffoyee |1d that meets vour

eria (and try againy or click the
ystem will assign the next available

Date of Birth  City
Bismarck

d an Employee |d
1that Employes row and

KD 10931

Address
oy

2 Wiarklist S Sign Out

e Wi o

SA = Student Admin System
Click in the ‘Select’ box
Then Click ‘Continue’ to hire

AN

First [ 4051 [ Last
Country Gender System Select
LISA Il SA |

4

i |

Be sure to click in the ‘Select’ bpx to carry
the ID forward to become the EmplID.

The following checklist highlights remaining Menu Items, Components, and Pages necessary for
basic initial processing. The checklist focuses on the most common general situations. For
specific detail, see the relevant manual.

HR/Payroll Checklist for New Hires

HR: (Navigation: Workforce Administration > Personal Information > ND Hire )

Enter all Biographical Details,
effective date is date of hire.

{ Biographical Details {_Contact Information ¥ Regionaly" Organizational Relafionships

Person ID: MEW

Primary Name

First 4] 4 ot 4 [ Last

Find | View All

*Effective Date:  |P5/11/2006 | =l
“Format Type: English b
. Display Narme: n Add Mame
Click on ‘Add Name * >
Date of Birth: [ 0 Years 0 Months
Birth Country: usa |G United States
Birth State: Q
Birth Location: | Waive Data Protection []
[Biographical History First 4] 1 o1 1 P Last
+
SR 09/11/2006 |5 FHE
*Gender: Unknown
*Highest Education Level: #-Mot Indicated v]
*Marital Status: Single "‘ As of: | ‘@
Language Code: b
Aomate ID: L]
[JFull-Time Student
Customize | Find | View sl | B First 21 or 1 2] Last
*Country *National ID Type Mational ID Primary ID
[uss | [social Security Number v | [ | =
B save | =)oty | | Ennestan | aretresn | Evade | EUpestemispiay | & ncude History | B2 correct History

Bingraphical Details | Contact Information | Bedgional | Qraanizational Relationshins
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Enter name and click OK

Edit Name

prome

First Name: |Micky Middle Name: M
Last Name: |F'|:|rtet1 |

Suffiz: | hd |

34

+ Display Name:
Formal Hame:

Hame:

Ok | Cancel | Refresh |

Continue on to Contact Information. Click on ‘Add Address Detail’

| Biographical Details | Contact Information {_Regional | Organizational Refationships | /

Person ID; HEW
Current Addresses Customize | Find First {1 0 Last
Address As Of Date Status Address
Type
Home 051 0/2008

(# =]

Phone Information Custormnize | Find | #  rist [ 1of 1 [ Last

*Phone Type Telephone Extension Preferred

| vl | O =

Email Addresses Custorize | Find | B8 Firat [0 4 o 4 [ Last

*Email Type *Email Address Preferred

| vl O =
B Save | [=] Matity | Previous tah | (= Nest tab | ) Refresh | B Acldt | H UpdsteDisplay | JE Inclucle History | [ Correct Histary

Biographical Details | Contact Infarmation | Eedional | Orqanizational Relationships

Click on ‘Add Address’

Address History

& [=]

Address Type: Harre
Address History First [4] 1of 1 [ Last
*Effective Date Country *Status Address:
05/ 0r2006 | [Usa|Q [a |Q Add Address
8] ‘ Cancel | Refresh |
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Enter address information — Click OK

Edit Address
Country: United States
Address 1: | 3323 Parker Lane

|
Address 2: | |
|

I
Address 3: |

City: [Bismarck | State:|ND |G Morth Dakota Postal: 58507

County: |Elurleigh |

(]34 I Cancel |

Complete other Contact Information

| Biographical Details_ | Contact Information Y Regional | Organizational Relationships

Person ID: MEWY
Current Addresses C ze | Find | First [+] 10f 1 [¥] Last
Addiess  p5 orpate Status Address
Type

3323 Parker Lane -
Harme 05/10/2006 A Bisrnarck, MD 58503 Edithiew =1

Address Detail

Burleigh

Phone Information yrnize | Find | 8 First 4] 1 of 1 [P Last
*Phone Type Telephone Extension Preferred

| Business v |[7013284800] || | O =
Email Addresses G mize | Find | & First [4] 1 of 1 [+ Last
*Ermnail Type *Email Address Preferred

| vl = =l

Bl save | [=] rditify | Previous tab | = Mexttab | Refresh | BN | ] Update Display | A Include History [Z# Correct History

Biographical Details | Contact Information | Begional | Organizational Relationships

Complete Regional Information

| Biographical Details | Contact Information }” Regional % Organizational Relationships |
Person ID:
v E=ysa
Ethnic Group ¥ ;
Reqgulatory Raginn:Q Uinited States Ethnic Group: Q White F=
Primary

=
T T 05/M10/2006 |[5

Date Entitled to Medicare: | | Military Status: | No Wilitary Service v

Citizenship (Proof 1) l:l Citizenship (Proof 2): l:l

Eligible to Work in LS.

Smoker History

*Smoker *As of

B save | [=] Metity | Previouztab | (=% Mext tab | s Refresh | [Es 2ddd | Update.fDisplayl A Include History | [EF Correct History |
Biographical Details | Contact Information | Regional | Qraanizational Relationships [%
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Complete Organizational Relationships. Check ‘Employee’ and then click on ‘Add the Relationship’ this
will give you your EmplID and take you to the Work Location tab.

{ Biographical Details | ContactInfarmation |} Regional | Organizational Relationships |
Person ID: 011241
Emplwee Add the Relationship |
[ contingent Worker Empl Red Nbr: 0
[IPerson of Interest
Checklist Code: i Goto Person Checklist.
B save ‘ [=] Matify ‘ Previous tab 1) Refresh | S Add | | UpdateDizplay | 4] Include History | [E# Correct History
Biographical Details | Contact Information | Reaional | Organizational Relationships

Fill in information:

{ Work Location | Job Information | JolsLabor | Payroll | SalaryFlan | Compensation |

Job Data _ N Chy Porter ENP D 7011241 EmplRed # 0
e Work Location
e Job Information al Find  First ({44 o7 1 [
e Job Labor (Not Used) \ HR Status: Active PayrollStatus:  Active Calculate Status and Date (][]
e Payroll -
Y *Effective Date: 051072006 3 Sequence; 0 0 *Joh Indicator |PrimaryJob v
* Salary Plan i Hire ¥ |Hire v
° Compensation Action / Reason:
Y, Current
. Last Start Date; 191 22006 Termination Date:
Last Start Date will change to
hire date when saved. — | FExpected JobEnd Date &
Position Number; 00000062 Q' COMPUTER & NETWK SPEC I Position Entry Date: 051102008
Employment Data Override Position Data ‘ Position Management Record
[ ]
Employment fo RegulatoryRegion: S United States
Earnings Distribution Company: KD State of North Dakota
e Job Earnings Business Unit: 11000 Office of Momt & Budget
Distribution Department; 110110 Office of Management & Budget Department Entry Date: 0511072008
11000 Cffice of Management & Budoet

Establishment I

Click OK when done inputting
all information. (This will take you

This Date Created: 0811272006
back to the Organizational

Relatlonsh|ps screen. You can Joh Data Employment Data  Earnings Distribiution Benefits Prodram Participation
now move on to Workers "
Compensation.)

0K ‘ Cancel | Annly ‘ ‘ (5 Mext tah ‘ % Refresh ‘

WWiork Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation
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Workers Compensation (Workforce Administration > Job Information)

Emergency Contact (Workforce Admin > Personal Information > Personal Relationships)
Designated Medical Provider (Workforce Admin > Personal Information > Personal Relationships)
Driver’s License Data (Optional) (Workforce Admin > Personal Information > Biographical)

Direct Deposit (Payroll for North America > Employee Pay Data USA > Request Direct Deposit) The
‘Suppress DDP Advice Print’ box should be checked if the employee has access to the Portal and

self service.

Employee Tax Distribution (Payroll for North America > Employee Pay Data USA > Update Tax
Distribution) This panel is automatically created through ‘hire’ but should be checked for correct locality

information.

Employee Tax Data (Payroll for North America > Employee Pay Data USA > Update Employee Tax Data)
For a new hire, insert a new row with the effective date of the day after the hire date even though the
employee’s tax status is S and allowances are 0 (the default) to signify that you have reviewed the

employee’s tax data.

e Federal Tax Data
e State Tax Data

General Deduction Data (Payroll for North America > Employee Pay Data USA > Deductions >
Create General Deductions) All employees must be enrolled in S00901-Section 125 admin fee.

Commitment Accounting: (setUpHRMS > Product Related > Commitment
Accounting > Budget Information)

Department Budget Table - All employees must have a department budget table. If the hire is a
permanent employee filling a previously existing position, the table may already be set up, but ensure
the established combination code is correct for that employee.

Benefits: once you have entered and saved the New Hire in Job Data, a benefit event is

created. Before you can process the event, it needs to be assigned to your schedule. This is a
centralized activity that automatically runs every half hour.

Prepare Benefit Options: (Benefits>Manage Automated Enrollment>Run Automated Event
Processing)

Enter Benefit Elections: (Benefits>Manage Automated Enrollment>Participant Enrollment>Perform
Election Entry)

e Enter dependent information for medical, dental and vision plans

e Enter employee benefit elections (see list below) from enroliment forms

Finalize/Close Event: (Benefits>Manage Automated Enrollment>Run Automated Event Processing)
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Benefit Elections Entered Through Automated Enroliment
(This list includes all PERS sponsored benefits, with the exception of UNUM Long-term Care Insurance,
which is entered as a general deduction)

Health Benefits

o Medical

e Dental

e Vision

o Employee Assistance Program

Life and AD/D Benefits
e Basic Life
e Supplemental Life (supplemental and supplemental flex)
e Dependent Life
e Spouse Supplemental Life
Savings Plans (457 Deferred Comp Plan)

e Plan1

e Plan?2

e Plan3
Leave Plans

e Sick

e Vacation

e Comp Time
FSA Benefits (Flexcomp Program)

e Flex Spending Health

e Flex Spending Dependent Care
Retirement Plans

e PERS

o Defined Benefit

o Defined Contribution
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